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PERSONNEL AND ADMINISTRATIVE BRAN CH 

POSITION QUESTIONNAIRE 

1* Nam© (Last) (First) (Initial) 2* Rank or grade 

Welton, Louise T . SP-7 

3. Agency 4. Subdivision (Branch, Section, Subsection, Desk) 

KDGS, MIS 

5. Position Title 

Ghief Draftsman 

6. Describe your duties. U'hat do you do and how do you do it ; List 
your duties in order of tneir importance, starting a naw paragraph 
for each duty. (List any machines or spécial equipment used.) Give 
your best estimât® of the percentage of time each week spent on each 
duty. Use an additional sheet if necessary. 


1 . 


Duties 


Supervises the work performed hy the 
members of the drafting force. This 
involves: l) Ascertaining correct priori- 
ties and assigning work accordingly, 2) 
Outlining the correct method of présent- 
ation of individual jobs to each drafts- 
man and aswering queries concerning draft- 
ing techniques and subject matter. 3) 
Checking on mps in progress, explaining 
ail corrections noted. Throughout, there 
is the responsibility ôf seeing that this 
materiai is completed by assigned dead- 
lines which requires the exercising of 
independent judgement 'concerning the quick- 
est methods of technical présentation. 

j 

Perforas the more difficult drafting pro- 
jects requiring a thorough knowledge of the 
use of ail technical instruments. This 
Involves the drafting of the most intricate 
toun plans, profiles, maps of three to five 
color plates and particularly , the base 
plates for the JANIS base map . The latter 
includes some cartographie work in connecti- 
on with the compilation and construction 
of the hydrographie plates and the addition 
and correction of names as recommended by 
the Board of Geogrgiiical Names. In addition 
there is the laying out oftitles and legends, 
and the planning of organizational charts 
for the correct réduction si ze for the 
JANIS Publications • 


Percentage 
of time 


20 $ 




60 % 


Checks the overlays for the JANIS base map 
against the baâic plates to avoid dupli- 
cation and confusion of lettering and 
symbols. This frewuently requires the 
reregis tering of ail plates/ the substi- 
tuting of abbreviations and varions type 
sises, and the rearranging- of conflicting 
technical data. 



4. Additional duties include the ordering of 
type and maintaining type order records 
and records on the status of ail material 
in the construction unit. Other duties 
as assigned by the Board. 

JCS Declassification/Release Instructions on File 


50 * 
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7 . 

3 . 

9. 

10 . 
il. 


12 . 


13. 


14. 


"•CS Position Questionnaire (Ccr M) 

Approved eiA^BP7^9il4 i^ P0200040046-3 

Give your immédiate supervisor's name and title. Margaret friace f Asst .Hb-l c-p 

Graphie Se'ctlon, JISPB ' . 

Does your superviser give your work to you’ ves X — 77 777 r — — „ 

(Marne and title) n / ,* ~T~~~ 7 — No * If not > who does ? 

t Dorothÿ O omstock, Assistant Gartogra pher 

flhat is the status of work when it is routed to you 13 y nT , v i 7~i ~ 

<y uu - Work is delepated to 

fopm TO ^ t ' ten s P 9c l f ^-C&tlons for the construction (over) 
checks your work? (Marne and tltlej Egrothy C’omstock. ÂjjtT^t^ü apher 
and Margaret Mace, Asst* Chief. 1 ~ 

epolll^ of na„. 3 , et— Æctolcal fgSg 

appearance are checked by the Asst. Chief. The final check of 
p ^nted maps and cha rte is m ade by the memb^'s of the .Tn-M-,7 7^1 
l ntelligence Study Publishing Board and its editors. ~ 

List any unusual features of your work which you consider important, the 

n 1 1 

r etenais , principes of layout and sorne k nowledge of carto^anhv . 
L - "- TOt,k ±S classlf ^d con fidentiel to top-secret and 
ures a re maintalned. ünusual p roblems in the 

co l o ra due to sj jjàÜ M expansion , f n,. 

be. 30 lved. Al 30 other problems in preparinc- 
f or reprodu ction. — ^ mat errai 

If your work involves the'direotion or supervision of others, planning of 
work assignent of work, discriplina of subordinates , inspection review 
or approval of work or reports prepared by others, give the names and ’ 
titles of employées so directed or supervised. If more than four persons 
are supervised, merely give number and titles. 

Kathaleen Levin, Assistant Dr aftamn 

Elizabeth B unker, " » — ” 

Arthur Bitch, ,} » " ~ " " 

Certification of Completeness and Accuracy. I oertify that, to the b est 
of my knowledge, the above statements are true, accurkte, and complété! 


Signature of Eànployee Date 


15 * statements^ S ^ ervi f or - S^Plain any inaccuracies or imcompütï 

recelve^ exactly ext ® nt of supervision and direction employée 

reçoives. Indicate any ususual features of or factors involved in 

position. Vvhat expérience is necessary for this job? Does the présent 
incumbent hâve this expérience 7 ^ 

•'-nl he eD ^ lo y®? at times alsd assista on compilation problems 
construction of the JANIS base map. proDicms 

■h’- D + he TOltten drafting spécifications are complété enoup-h so 
tuât a^œinimum of supervision or direction is needed in addition 
tpnhn'^ Perxe ? Ce 1B ârafting, the use of drafting tools and 
techniques, lay-out and graphical présentation, elementarv 

inrntîn Se ofca ^ to S raph y ooneerning plotting of faeographicsl 
locations and aly-out of mps, and som ie knowledgf of the 

processes of lithographie and'llne-cut réduction a£e necessarv 
Tne présent incumbent has this necessary Lovledge and expeSncl! 


I certify that, to the best of my knowledge, the above 
statements. are true and that the work outlinod in this 
questionnaire is actually involved in the position 
described. 
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Signature of Superviser - Title and Grade 


Date 
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"^9*. (continuèd) and Correct ion’ of mps and chants . The more 
diffioult projects are assigned définit ely ta, me. . . 
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